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STATEMERT OF FURPOSE, ACCOMPLISHMENTS AND FROGRAM QUTLOCK
0ffice of Persomel

o  STATEMENT OF PURFOSE

Toe 0ffice of Persovmel is mapomaible for the development and
somirdstration of an Agenoy-uide persormel progiam, including the £orme
letion and vecomusndation of policles, regulations and standardsy provide
ing advice and agsistonce %o admirdatrative and operating officlals on
&1l matterz of personnel administrationg inspection, rmvisw and evaluation
of gll phases of personnsl management activiiy in the Agenoy; conduct of
regsarck in the field of peorscansl managementy supsrviaicn of the activitics
of the CIA Houor Awards Boaxdi and for providing personnel services in
support of the Agency®s personncl program.

20  STATEMENT OF ACCOMPLISHMENWIS

The mora important accowplishments of t.ha Office of Personnal during
¥iscal Yaar 195h were direcied Goward improvament and broadening of its
gervices and atrengthening the carwer servics concept within thse Agenoy.

In Septamber 1953 the Office wes recrganiged along functional. 1ines

2l physicelly relocated from severel different ulldings to its present

locatdion in Curie Hall, This roorgamisation, which would have been
airficult to accomplish indapendently of the physical relocation, was
dixseted touard improvement of services through better aligmuent of

 funeddons and greater standardization of methods apd procedures. Savinge

in staff offort through these steps bas made 1t possible to provide more:
extensive and efficlent sorvices as illnstrated by the fallcuﬂng progrnm
devolopnonts:

&. Persomnel utilisation activity has bsen expanded from
primary concern with initial asgigoment of new perscnnel t0 & CONPre-
hensive and integrated ineservice placesont progran. Flacemsnt
Qfficera have established and are meintaining continuing closs cone
tactas with the varicue operating componsnts and are providing advice
and assistance to operating officials concerning the assigrment and
davelopusnt of porsoonel at all stages, The effsctiveness of this
program has bsan oconsideralldy enhanced by the establlshment of a
uniform promoticn policy for all Agemoy cemponents, ths increased
availabllity of position information xesulting from the accslerated
position analysis programg; end the establisiment of the Career
Ssrvice Board structure as o mecshanism for cooxdinating parammol
utilization activities at the operating level., Additionally, refirne-
monts and improvements in proocedures for coding and recording
qualifications data sonceming applicants, smploywes, and consultants
has facilitated the conduct of a positive progrem of ln-gexvice

placoment.

Approved For Release 2002/01/04 : CIW4-00022R000400030018-9

ooy



Approved For Rejgase 2002/01/04 : ETA-RI5P84-00022R8Q9400030018-9 -

bo The establishment of a centrelized system for coupiling

and maintaining a variety of personnel statistical data hLas besn
of considerabls uze to Agency offiolale at all levels in carxrying
out their responsibvilities in the field of psrsomnel management.
Opsrating officisls are now furmiched regular reports concemning
the status of thelr respuctive areass with respect to strengbhy
ascession and saparation rates, in-sorvice changes, grade struocture,
factors causing sepavations, amd a variety of other significant

. persomnel. data., Officials requiring overall Agency statistiocs of
this nature, for use in perscanel planning and other phases of
administration, are furnished similar data concerming all compoments.
Humerous speclal. statistical msports are prepared 4o meet unususl
requirasente of varlous Agsney officials.

¢o Consolidation of tbe transactions and recorde activities
has mede it poseible to streamline procsdures and record-keeping
operations so as to provide more effectivs servies, Particular
empbagis has been placod on the stendardiszation and control of
Office Personne)l Folders, prompt and personsiized hardling of
correspondence with applicants, and improved services to psrsomnel
departing for and returning from assignments oversas.

ds The vsriety sand quality of employsa services wers signie
ficantly increased. Highlights in this area are in hospitalizstion
and insurance bensfits accorded o avallable tw Agency persomel
and establishment of procadures for handling emergency situations
affacting Agency cxployees. Agency peraonnel assizned oversess are
accorded substantially the szams benefits as Forelgn Service psrsounsl
in the payment of hospitelization and medical expenses resulting
from 1llress or injury o during assigmusnt overzeas. A come
prehensive insurance program including life, hsalth and accident,
hospl.talization and alr travel insurance is avallabls through
apecial arrangements with private undsruriters. Sexvices to employess
"in such areas as indtlial orientation and indeoctrination, assistance
in cbtaining housing, participation in commnity fund campaigns and
the Red Cross blood domor program, and perscnal counseling have also
been improved. .

@s Acceleration of a newly established integrated program of
position analysis has been of great usefulmess in improving services
in all aroas of psrasonnel managemont. Activity 1in this arxea has
concentrated on obtaining compreheunsive coversge of all Agency poei-
tions and on developing Informationel materisls to agsist Agency
officizls in their participation in the program and in thelr use of
the resulte. Classification surveys of entire organizaticnal segmente,
supplemented by individual position audits, has greatly facilitated
prograss in this respect.
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fs Compartmentalizaiion of covert peraonnsl services in
a szingle unit within the 0ffice of Persormal has insured the
gecure handiing of such individuals in accordance with Agency
policies spplicable to covert personnsl and has mads it possibls
to increazs tha offectivensas of perscnnel services in this entire
axsa,

Of special significance to the Agency's longe-range objectivez in
personnal managonent has been the progress made in giving meaning and
purpose to a concept of career service in the Agency. The aotivities
" of the CIA Caresr Service Board, establishsd in June 1952, and of com

ponent Career Service Boards stimulated the interest of key officials in
persommel management and provided a means fox ironing out parsonnel policy
issues at Agenocy lewsl, Attention and intensive effort on the part of
officlals throughout the Agency has accomplished the development eof a
carser program integrated into the Agency's total pereonnsl program. The
Office of Porscimel has participated and coxtributed to these endeavors
through the preparatlon of staff studies and special xeports covering a
wvariety of parsonnel toples and through representation in a mumber of
special panols and working groups established by the CIA Career Service
Beard. In sddition, the Offics provided secretariat service to the CIA
ard componernt Caroer Service Boamis and to the special pansls and working
Zroups. Signdficant accomplishments already realized as & result of thsae
antivities include the sacuring of Presidential spproval for the National
Security Medal, introduction of a system ¢f Career Devalopment Positions
allowing moxe flaxibility in training and onsthe=job development of
gelected individuals, avd completion of an Executive Inventory, Spealal
task ferces studying such sublects as legislative requiremsnts and
insurance benefits have prepared reports representing positive contribue
tions o development of the Agency's perscansl program.

3.  STATEMENT OF PROGRAM QUTLOCK

Primary program smphasis during the next year or two will be directod
terard fully implemeonting and supporiting the recently approved cRresy
program and coantinuing to improvo and brosden the services offered by the
Office of Personnel, Specific program goals for acscomplishing these
objectives include the follorings

&0 Selection of membars of the Career Staff. This activity
ealls for the development of appropriste criteria for membership and
for the review and scresning for suitability of approximately 8,000
individuals currently on duty who will meet the length of service

roquirvements during the next year.

b Administration of a broadened insurance program offering
sttractive benafits 1o the majority of Agency perscunal. '

¢ Contimied refinement of procedures o insure sconomical
and effective operation within the Office.
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© do Tnorezsed amphasis on the revisy and ocvaluation of
personnal management activities 4n headquarters and in the f£ield,

¢, Establishment of a mobilization planniug program for the
development and prepamtion of sound manpowsr reguirements in
commection with the Agenoy's mobilization and war plans and the
dewvelopment of a CIA ressrvg prograne
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INSTRUCTIONS: Officer designations should be used in the “TO" column. Under each comment a line should be drawn across sheet
and each comment numbered to correspond with the number in the “TO"" column, Each officer should initial (check mark insufficient)
'Cbeﬁase further routing. This Routing and Record Sheet should be returned to Registry.
N . .

NO.
Executive Officer, Office of Persomnel PATE 90 AUG 1954
RO DATE "
25X1A 71O Ng?“ — — oul;lilrﬁsss COMMENTS

25X1A

' 021 .
. 1 Staff |Central Per vour recent conversation with
Historica h, there are attached:
2.

(1) Draft of earlier historical
statement;

(2) Narrative material prepared for
briefing General Clark's survey
team;

(3) Excerpt of Mr. Kirkpatrick's
remarks summarizing history of
the career service programe

. We are havlng copies made of previous
budget justification statements des-
cribing accomplishments and will for-
ward these to you as soon as possiblee

Please let us lmow if we can be of
1further assistances,
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